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SUBCHAPTER a: SERVICE DELIVERY
PROCEDURES 302 SERVICES DELIVERED BY THE DEPARTMENT

SUBPART A: GENERAL PROVISIONS

Section
302.10 Purpose
302.20 Definitions
Section Procedures 302.30
302.30 Introduction
a) Determining Appropriateness of Services 1
b) Immediate Service Provision 1
c) Accessibility of Services to All Persons 1
1) Limited/Non-English Speaking Persons 2
Responsibility Upon Initial Contact 2
Use of Interpreters 2
Resources 3
2) Spanish Language Determination (Burgos Consent Decree) 3
Communications Must Be in Spanish 3
3) Services to Persons Who Are Deaf or Hard of Hearing (HOH) 4
4) Discrimination Complaints 4
5) Worker-Client Contact 5
6) Use of Written Communications 5
Section Procedures 302.40
302.40 Department Service Goals
a) Service ldentification 1
b) Family Preservation 1
C) Family Reunification 1
d) Adoption or Attainment of a Permanent Living Arrangement 1
e) Youth Development 2
Section
302.50 Functions in Support of Services
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SUBPART B: REPORTS OF SUSPECTED CHILD ABUSE OR NEGLECT OR

INCIDENTS INVOLVING SEXUALLY AGGRESSIVE WARDS

Procedures 302.200 — 302.220

302.200 Purpose 1
302.210 Reporting Responsibilities 1
302.220 Procedures Regarding Death of a Child
a) Prior Open Service Case 1
b) Current Open Service Case 2
302.230 Investigation of Abuse or Neglect Involving Wards Procedures 302.230
in Licensed Child Care Facilities
a) Notification of Follow-up Caseworkers by 1
Investigation Staff
b) Notification of Parents by Child Welfare Staff 1
Department Supervised Cases 1
Purchase of Service Cases 1
Special Circumstances 1
c) Notification of Parents by Investigative Staff 2
Report Initiated After Hours Preceding a Weekend or Holiday 2
Unable to Reach Follow-Up Worker or Supervisor 2
d) Content of Required Contacts 2
e) Documentation of Required Notification 2
f) Notification of Workers for Non-Involved Children 3
0) Restricting the Alleged Perpetrator 3
302.240 Reports Involving Ward with Sexual Behavior Problems Procedures 302.240
a) Introduction 1
b) Definitions of Terms Used in This Section 2
C) Establishing Safety: Placement Considerations 2
d) Reporting Sexual Behavior Problems to the State Central 4
Register (SCR)
e) Completion and Distribution of the Unusual Incident 5
Report (UIR)
) Initial Screening: Review of the Unusual Incident Report 7
Q) Reports that are Screened Out of Monitoring by the Sexual 8
Abuse Program
h) Reports that are Referred for a Behavioral Screening 8
)] The Sexual Abuse Program’s Behavioral Screening 10
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1) Treatment and Services, Supervision and Placement 11
k) Requirements for Workers 16
)] Monitoring the Ward’s Treatment and Supervision Needs 16
m) Discharge and Aftercare Planning Form Residential and/or 17
Outpatient Treatment
n) Closure of DCFS Sexual Abuse Program Monitoring 19
302.250 Paramour Involved Families Procedures 302.250
a) Background 1
b) Definition of Paramour 1
C) Identification of Paramour Involved Families 1
d) Screening and Assessment 2
e) Application of Paramour Factors 2
f) Strengths 4
9) Monitoring The Safety of the Involved Children 5
h) Intervention Services B
i) Termination of Services 7
)] Reference Guide—-Waiver of Paramour Procedural Requirements 8
302.260 Domestic Violence Procedures 302.260
a) Purpose 1
b) Definitions 1
c) Domestic Violence Research Findings 2
d) Identifying and Assessing Safety and Risk Related to 3
Domestic Violence
e) Interviewing and Interventions 6
1) Domestic Violence Interviews 6
2) Collateral Contacts 6
3) Documentation 6
4) Level of Department Involvement 6
) Safety Planning 7
0) Service Planning Activities 7
h) Support 8
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SUBPART C: DEPARTMENT CHILD WELFARE SERVICES

Procedures 302.300
Communication Requirements 1
302.300 Adoptive Placement Services
a) Voluntary Relinquishment 1
Parental Unfitness 1
Casework Services 2
Total Service Array 2
Placement Agreement 2
Adoptive Finalization 2
b) Considerations in Adoptive Placements 2
1) Preserve Sibling Relationships 2
2) Racial Considerations 3
3) Communication Needs 3
4) Foster Parent Preference 3
5) Single Parent Adoptive Placement 3
302.310 Adoption Assistance Procedures 302.310
a) General Provisions 1
1) Eligibility Determination 1
2) Informing Prospective Adoptive Parents 1
3) Children Residing in Other States 1
4) Continued eligibility of Children 1
b) Eligibility for Adoption Assistance 1
c) Special Needs Criteria 2
d) Types of Adoption Assistance 4
1) Nonrecurring Expenses 4
Selection of Attorneys 4
2) Ongoing Monthly Payments 5
3) A Medicaid card 6
4) Needs Not Payable Through Other Sources 7
5) Therapeutic Day Care 8
6) Employment Related Day Care for Children Under 9
Age Three
7 Care for Medically Fragile/Technology Dependent 9
Children
8) College Scholarships 10
9) Conditional Adoption Assistance — Only for Children 10

Adopted Prior to February 1, 2004
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Foster Car losing and Adoption Assistan nin 11
and Amendments to the Adoption Assistance Agreement
f) Notification Requirement by Adoptive Parents 12
Q) Reviews 13
h) Termination of Adoption Assistance 13
1) Title 1V-E Demonstration Waiver 14
) Appeal of Department Decisions 14

) ;
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due to Changes in Child’s Needs

m) Payment Discontinuation for Youth 18 and Over 17
n) Reguirements for Children Who are Going to be 18 Years 18
Old — Ongoing Process
0) Dissolution of Adoption and Re-Adoption 19
p) Procedures for Provision of Adoption Assistance Agreements for 22
hildren who ar nder the Department’s [.egal R nsibili
302.320 Counseling or Casework Services Procedures 302.320
a) Counseling Intact Families 1
b) Counseling Families and Children Who Are Separated 1
c) Advocating For Individuals 1
d) Relationship to Service Planning 2

302.330 Day Care Services Procedures 302.330
Foster Care - Children - up to 13 years old in foster care 2
Subsidized Adoption/Guardianship - Children - 0 to 3 years 4
of age
Children of DCFES Parenting Teen Youth in Care- Up 4
to 21 years old
Open Intact Family Protective and Family Maintenance 5
Day Care
Therapeutic Day Care Services 5
Family Reunification 7
Requirement for Counseling/Treatment Services/Case 7
Management Services
Resource Selection 7
License-exempt/Unlicensed Day Care 8
Licensed Day Care Homes Only 9
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302.340 Emeraency Caretaker Services Procedures 302.350
Emergency Caretaker Not Required 1
Emergency Caretaker Required 1
Initiation of Court Proceedings 1

302.350 Family Planning Services Procedures 302.350
Availability to All Clients 1
Abortion Notification 1

302.360 Health Care Services Procedures 302.360

a) HealthWorks 2
| ial I ing (1S I - m luati

(CHE)
c) Health Passport 5
d) School Health Examination and Immunization Requirements 7
e) Well Child Physical Examinations 7
f) Dental Examination Requirements 8
a) Vision and Hearing Screening Requirements 8
h) Immunization Requirements 10
i) Lead Screening 10
1) Anemia Test 10
k Sickle Cell Disease, Sickle Cell Trait and Hemoaglobinopathies 11
1) TB Screening 11
m Family Plannin Vi Preanancy Testing and Abortion 12

Notification
n) Sexually Transmitted Infections 13
0) HIV and AIDS 14
a) Asthma 15
r) Required Medical Records 15
S) Adverse Pregnancy Outcome Reporting System (APORS) 16
t) Division of Specialized Care for Children (DSCC) 16
u) Medical Card Coverage 17
V) Medical Availability 19
W) Medical Requirements for Reunification 19
X Extension of Medical Coverage (Continuous Eligibilit 20
y) Release from Guardianqhip 23

; | X I : nildren i I

Guardianship 23

aa) Long-term Physical Disabilities 23
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302.370 Homemaker Services Procedures 302.370
What May Be Included as Homemaker Services 1
Availability of Homemaker Services 1
Relationship to Service Planning 2
Use of Referral Form 2
Assignment of Homemaker 2

302.380 Information and Referral Services Procedures 302.380

302.385 Services to Meet Basic Needs Procedures 302.385

a) Identification of Class Members 1
1) Child Abuse/Neglect Investigations 1
2) Administrative Case Reviews 1
3) Permanency Supervisors — Return Home Situations 2
4) Intact Family Situations 2
b) Certification of Class Membership 2
1) Child Abuse/Neglect Investigations 2
2) Administrative Case Reviews 3
3) Permanency Supervisors — Return Home Situations 3
4) Intact Family Situations 4
C) Notice of Class Membership 4
d) Provision of Services 4
e) Housing Advocacy 5
f) IDHS Norman TANF (Public Aid) Application Program 6
(DHS-NAP)
1) Overview 6
2) Returning a Child Home 7
3) When Placing Children into Custody 8
a) Cash Assistance 9
1) Amount of Cash Assistance 9
2) The Norman Cash Assistance Program 9
3) Notice of Decision Regarding Request for Cash Assistance 10
h) Locating Absent Parents 10
1) Protective Custody and Court Involvement Cases 10
(Front End Searches)
2) Protective Custody is Not Taken and Court 11
Involvement is Not Sought
3) Permanency Worker 12
4) Diligent Search for Purposes of Termination of Parental 13

Rights, Subsidized Guardianship, Adoption or Expedited
Adoption (Back-end Searches)
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302.386 Housing Advocacy Services Procedures 302.386
a) Housing 1
b) Utilities 2

1) Home Energy Assistance 2
2) Home Weatherization Assistance Program 2

302.387 Crisis Response Services Procedures 302.387
a) Introduction 1
b) What is a Crisis? 1
c) Crisis Response Team 2

1) Who will serve as the Crisis Response Team Leader? 2

2) Which staff members make up the Crisis Response Team? 2

3) What are the anticipated effects of the crisis? 2

4) What services may be needed? 3

5) What is the focus of the Crisis Response Team? 3

6) What exactly will the Crisis Response Team do? 4

7) What about confidentiality and consent? 4

d) How does the process work in each specific crisis event? 4

1) Death of a Ward 4

A) Communication Process 4

B) Planning 5

C) Implementation 5

2) When a parent, foster parent, relative caregiver or 5
sibling dies

A) Communication Process 5

B) Planning 6

C Implementation 6

3) When a child is critically ill or disabled 7

A) Communication Process 7

B) Planning 7

C) Implementation 8

4) Disaster resulting in loss of life or property 8

A) Communication Process 8

B) Planning 9

C) Implementation 9
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302.388 Intact Family Services P302.388
a) Purpose 1
b) Definitions 1
) Eligibility for Intact Family Services 6
1) Eligibility Criteria 6

(ee]

2) Obtaining and Documenting Family’s Consent to
- T .

3) Family Refusal to Consent to Receive Intact Family Services 8
4) Child Safety Expectations 8
d) New Case Intact Family Services Approval and Disapproval 9
1) Child Protection Specialist/Worker Recommendation 9
2) Supervisor Approval or Disapproval 9
3) Area Administrator Approval or Disapproval 11
e) Case Creation, Opening, Assignment and Transfer 11
1) Intact Family Services Family Case Creations 11
2) Case Opening and Initial Case Assignment 12
3) Case Assignment and Transfer 12
4) Case Hand-Off Staffing 14
5) Transitional Visit 16
6) Case Assignment Transfer 17
7 Responsibilities and Notifications When an Investigation 18
Is Ongoing and an Intact Family Services Case is Open
f) Responsibilities of the Assigned Intact Family Services Supervisor 19
1) Case Supervision 19
2) Staff Supervisory Conferences 20
3) Intact Family Services Critical Case Decisions 20
) Responsibilities of the Assigned Intact Family Service Worker 21
1) General 21
2) Intact Family Services Worker Review of Prior 22
Investigations and Services
3) Required Assessments and Family Case Plan Time 23
Frames
4) Requirements for Worker Contact with Parents/Caregivers 25
And Children
5) CERAP Safety Plan Process 27
6) Requirements for Contacts with Department of Human 28
Services
7) Requirements for Contacts with Collateral Sources of 28
Information (with Family Consent)
8) Providers of Service (Other than the Staff to Which the 29
Case is Assigned)
9) Infant Safe Sleep 29
10) Family Contact Documentation Requirements 29
11) Engaging and Partnering with the Family and Social 30

Support Network
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12)  Family Finding Responsibilities of the Intact Worker 31
13)  Subsequent Oral Reports (SOR) 34
14) Developmental Screenings 34
15)  Home Visiting Service Referrals 36
16) Family Withdrawal of Voluntary Consent after Initiation 38
of Intact Family
h) Assessment Requirements 39
1) Initial Assessment of Safety (CERAP) 39
2) Assessments to Develop the Family Case Plan 39
i) Case Planning 41
1) The Case Planning Process 41
2) Development of the Intact Family’s Case Plan 45
3) Safety Planning (Including Applicable Infant Safe 46
Sleeping Arrangements
4) Development of the Initial Family Case Plan 47
5) Evaluating Family Progress 48
6) Revising the Family Case Plan 49
7) Tier 2 Request and Approval/Disapproval 50
8) Extension Request and Approval/Disapproval 52
)] Intact Family Case Disruptions 54
k) Concurrent Planning 54
)] Juvenile Court Involvement with Intact Family Services Cases 55
1) Valid Reasons to Seek Juvenile Court Involvement 55
2) Supervisor Approval to Seek Juvenile Court Involvement 56
3 Working with the State’s Attorney and Juvenile Court 57
m) Case Closing 65
1) Case Closing Decision 65
2) Family Case Plan Goals 65
3) Family Functioning 66
4) Service Providers 66
5) Development with the Family of a Community Services 66
Linkage Plan
6) Protective Factors 66
7) Documents Required for Supervisory Approval and 67
Case Closure
8) Final CERAP 68
9) Case Closing Assessment of Family Strengths and 68
Community Service Needs
10) Case Closing Critical Decision by Supervisor 68
11) Case Closing in CYCIS and SACWIS 69
Exhibit | — Intact Family Services Required Assessments 71
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302.389 Extended Family Support Program P302.389
a) Eligibility Criteria 1
b) Ineligibility Criteria 1
C) Referral for EFSP Services 2
d) Diligent Search 3
e) LEADS and Personal Child Neglect/Abuse History Information 4
f) Extended Family Support Program Services 4
0) Extended Family Support Program Emergency Cash Assistance 6
h) EFSP Provider Requirements 7
302.390 Placement Services P302.390
a) When Placement is Appropriate 1
1) Services Prior to Placement 1

2) Provide Parent Handbook, Youth Handbook, and
The Guide for Parents who are Mexican Nationals
3) Verification of Birth
For DCFS Supervised Cases
For POS Supervised Cases
Parentage Unknown - Child Up to Age 7
Parentage Unknown - Child Under 1 Year
Parentage Unknown - Child 12 Months to 7 Years
Children Born in Foreign Countries
4) Children of Mothers in Correctional and DMH/DD Facilities

b) Placement is Temporary
C) Transportation of Children
d) Emergency Placement
Via Temporary Protective Custody
e) Foster Family Home Care

1) Licensure
2) Deaf Children
DSCC and Special Education Involvement
DCFS Responsibilities
Parental Responsibilities
DSCC and Special Education Responsibilities
f) Residential Care
) Caregivers Request for Removal of Child
h) Written Authorization for Release of a Child
1) Admission/Discharge of a Child
2) Authorization
i) Health Care Services and the Transfer of Health Information
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302.400 Successor Guardianship P302.400
302.405 Subsidized Guardianship Procedures 302.405
a) General Provisions 1
b) Subsidized Guardianship Agreement 1
C) Eligibility Criteria 2
d) Determining Whether Subsidized Guardianship is in the Best 2
Interests of the Child
e) Types of Subsidized Guardianship Assistance 4
1) Nonrecurring Expenses 4
Selection of Attorneys 4
2) Ongoing Monthly Payments 5
3) A Medicaid Card 7
4) Needs Not Payable Through Other Sources 7
5) Therapeutic Day Care 8
6) Employment Related Day Care for Children Under Age 9
Three
7) Care for Medically Fragile/Technology Dependent Children 9
f) Responsibilities of the Subsidized Guardian 11
a) Department Responsibilities 11
1) Preparing the Paperwork for Transfer of Guardianship 11
2) Legal Screening 13
3) Transferring the Case to the Subsidy Unit 13
4) Amendments to the Subsidized Guardianship Assistance 14
Agreement
h) Reviews 15
i) Termination of Payments 15
) Title IV-E Waiver 16
K) Appeal of Department Decisions 16
1) Demonstration Group 16
m) Request for Additional Services or Increase in Monthly Payment 16
Due to Changes in Child’s Needs
n) Payment Discontinuation for Youth 18 and Over 18
0) Reguirements for Children Who are Going to be 18 Years 19

Old — Ongoing Process
D) Dissolution and Continued Eligibility for Guardianship Assistance 20

q) Decreased Subsidized Guardian — to a New Guardian or An 21
Adoptive Parent

r Totally Incapacitated Subsidized Guardian to a New Guardian(s) 23
or an Adoptive Parent(s)

s) Subsidized Guardian Who Wants to Adopt 23
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Appendix A _Substance Affected Families

Appendix B __Services for Older Caregivers and Their Families

Appendix C  Human Trafficking

Appendix D__Services to Unaccompanied Minors

Appendix E Repealed

Appendix F  Employment Incentive Program

Appendix G Youth in College/Vocational Training Program (Moved to Procedures 314.75)

Appendix H Supervised Independent Living Program

Appendix |  Repealed

Appendix J Pregnant and/or Parenting Program

Appendix K Support and Well-Being of Lesbian, Gay, Bisexual, Transgender and
Questioning (LGBTQ) Youths

Appendix L Services for Deaf and Hard of Hearing Clients

Appendix M Transition Planning for Adolescent

Appendix N __Transition Planning for Wards with Developmental Disabilities

Appendix O Referral for Nursing Consultation Services

Appendix P Food Allergies and Anaphylaxis

Appendix Q Case Management Guidelines for Children's Asthma Management

Appendix R Case Opening Protocol

Appendix S Education and Training Voucher Program (Moved to Procedures 314.75)
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